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'  '  :  PMA  PROCEDURE  TRANSMITTAL 


\  NOTICE 

EMPLOYEE  CTJ(X^ESTIOljs,,J|i[ILI^A^H-.AWAEDS->>-w^    procedure  transmittal  is  devoted 
exclusively  to  the  new  PMA  Employee  Suggestion  and  Awards  Program.  This  new 
program  extends  to  PMA  employees  the  "benefit  of  recent  legislation  and  Orders 
authorizing  the  pajonent  of  cash  awards  for  adopted  employee  suggestions.  The 
attached  PMA  Instructions  describe  in  f\all  the  procedure  required  to  submit 
and  process  employee  suggestions;,  and  to  qualify  and  recommend  them  for  cash 
awa.rds.    C«>ncurrent  with  the  release  of  these  Instructions,  a  pamphlet  en- 
titled "A  Message  to  All  Employees/'  is  being  sent  to  each  employee  in  PMA. 
This  pamphlet  briefly  describes  the  basic  features  of  the  Instructions  and 
contains  a  special  index  for  convenience  in  locating  detailed  provisions  of 
special  interest. 

FIELD  COMMITTEES.    PMA  Instruction  lOk .1  (released  2-11-^8)  provides  in  Para- 
graph IV  that  "the  head  of  each  State ,  CCC  or  other  field  Office  under  the 
direction  of  the  Branch  Director  or  Assistant  Administrator  as  the  case  may  be, 
shall  establish  a  committee  or  designate  a  representative  to  administer  ac- 
tivities locally  under  the  Management  Improvement  and  Manpower  Utilization 
progi^am."    Committees  and  representatives  have  been  designated  in  a  majority  of 
PMA  field  offices.    In  a  number  of  offices,  however,  no  designation  has  yet 
been  made .    Such  committees  and  representatives  are  a  vital  part  of  the 
machinery  provided  for  the  operation  of  this  program.    The  heads  of  field 
offices  are  reqixested  to  take  immediate  action  to  establish  a  committee  or 
designate  a  representative    in  accordance  with  the  provisions  of  Pi4A  104.1. 
Notification  of  such  designations  should  be  sent  to  the  PMA  Central  Committee 
through  the  appropriate  Branch  (or  Assistant  Administrator's)  committee. 

NEW  RELEASES 

101^.2  EMPLOYEE  SUGGESTIONS:    Establishes  PMA  policy  and  authorities 

6-30-48  and  the  responsibilities  of  supervisors,  administrative  personnel, 

Supersedes       and  Management  Improvement  and  Suggestion  Awards  Committees  in 
lOh  .2  connection  with  the  Employee  Suggestion  program;  prescribes 

(5-28-46)         procedure  for  preparation  and  submission  of  suggestions.  Remove 

104.2,  (formerly  104.l),  dated  5-28-46  from  the  Manual  and 

i6flert  104.2  Revised  6-30-48. 

1C4.4  CASH  AWARDS  FOR  EMPLOYEE  SUGGESTIONS:    Establishes  authorities 

6-30-48  and  responsibilities  incident  to  the  Cash  Award  program,  pre- 

scribes eligibility  requirements  and  procedure  for  processing 
recommendations  for  cash  awards . 

104.5  PAY  INCREASES  AS  REWAJ^DS  FOR  SUPERIOR  ACCOMPLISHMENT:  Prescribes 

6-30-48  procedure  for  recommending  pay  increases  for  superior  accomplish- 

Supersedes       ment  by  employees  (including  adopted  employee  suggestions);  sets 
313  .1  forth  requirements  governing  eligibility  and  standards  of  per- 

(4-4-46)  f ormance .  and  establishes  responsibilities  of  supervisors  and 

PMA  Management  Improvement  ajid  Suggestion  Awards  Committees  in- 
cident to  initiation  and  processing  of  recommendations  for  such 
DISTRIBUTION :    aJIb  '  Page  1 

(Two  copies  to  each 
Manual  Holder.) 


INFORI-IATION  FOR  1'd.L  EMPLOYEES 
(PLEASE  CIRCULATE ) 


PMA  PKOCEDUEE  TR'UTSt'IITTAL 


pay  increases.  Reniove  313.1  from  the  Manual  and  Insert  the 
new  Instruction  104.5,  dated  6-30-48  in  tlie  "100"  series  in 
the  Manual, 

FOmS  ¥JmjAL  INSEETIONS 


;a)-287  _  mm  improvement  proposal:    Arrangements  are  "being  made  to 

5-  2c;-46  insure  supplies  in  State  Offices  and  Area  Administrative  Ser- 

vices Offices,    Other  Offices,  if  they  have  not  done  so  should 
place  roquisltlona  immodiately  for  sufficient  supplies  from 
the  AS  Division  Offices,    Each  Office  in  PMA  is  expected  to 
maintain  an  adequate  quantity  of  this  form  for  use  of  employees 
In  preparing  and  submitting  employee  suggestions  under  the 
above  procedures,     (See  Forms  Manual  Insertion  dated  5 -23-46 , 
or  sample  form  in  pamphlet  "A  Message  to  All  Employees,") 

AD-267-1  REGISTER  OE  EMPLOYEE  SUGGESTIONS  RECEIVED:    To  "be  prepared  by 

6-  23-48  supervisors  receiving  employee  suggestions.    Procedure  covering 

use:     PMA  104,2,    Limited,  initial  supplies  are  being  shipped 
to  Area  Administrative  Services  Offices  and  to  PMA  State  Of- 
fices,   Additional  supplies  will  be  shipped  as  soon  as  they 
are  available.    Other  offices,  in  Washington  and  the  field, 
should  order  small  quantities  immediately  from  the  available 
AS  Division  supplies,  so  that  copies  are  available  in  every 
PMA  office « 

/a)-287-2  APPRAISAL  REPORT:    To  be  prepared  by  Secretariat  of  PM\  Central 

6-23-48  Coratnittoo,  on  basis  of  data  furnished  by  branch  and  field 

committees.    Procedure  covering  use:    PMA  104.4, 


SPECIAL  ATTACHMEira' 

POSTER  MJNOUNCING  THE  NEW  PM/\  EMPLOYEE  SUGGESTION  PI/J^I.  Eacli 

receipiont  is  requested  to  post  in  a  prominent  place.  Addi- 
tional posters  will  be  released  from  time  to  time. 

-X-  -x-  * 


Pago  2 


•MNUAL 


INFORHATION  FOK  ALL  EMPLOYEES 

(PLEASE  CJ9CVLATB) 


V.  a,  GEPASimEIT  OF  AGET CULTURE 


EMPLOYEE  SUGGESTIONS 


I  caSNERAL 

mils  Instructlcoi  '^etabllshes  pollcloa  euad  rooponfli'bllltlea  Incident  to 
the  Employee  Suggestion  progreqn  in  W4A  aod  prescribes  procedure  for 
procaeslng  enQ>lo7«e  suggestiozis .    Ihs  purpose  of  the  program  is  to 
provide  a  mBdium  through  which  PMA  can  oTjtain  the  ■benefit  of  eiaployees' 
ideas  for  more  efficient  operations.    All  IM^  e^^loyees,  superviaory 
and  non-aupenrisory,  are  encouraged  to  paarticlpate  in  the  program* 
■DilB  Instruction  appllea  to  entployee  auggeations^  trrespectlTe  of  any 
type  of  award  ^Ich  might  l>e  made .    When  an  award  is  made  for  an 
employee  suggestion  or  in  recognition  of  other  unusual  acconrplishment , 
reference  should  he  made  to  the  applicable  Instruction,  namely,  InatruKJ- 
tion  PMA  IOI+.3,  "Honor  Awards/'  Instruction  PMA  l6k.k,  "Cash  Awarda 
for  Employee  Suggesstions,"  and  Instruction  PMA  lOk.'^,  "Pay  Increaaea 
as  Rewards  for  Superior  Accomplishment." 

A       Pesponslhlllty  for  Administering  Program  -  The  Central, 
branch,  and  field  Management  Improvement  and  Suggestion  Awards  Conmittee 
will  administer  the  employee  suggestion  program  within  their  respective 
areas  of  Jurisdiction.    This  reaponaibility  was  eatabliahed  by  Inatruo- 
tion  PMA  lOl^.l,  "PMA  Management  Iii5)rovement  and  Suggestion  Awards 
Committee  a,"  \^ich  contains  a  complete  atatement  of  the  functiona  of 
the  coDmitteea  for  all  activltlea  under  the  Management  Improvement 
and  Manpower  Utilization  program. 

« 

B      Definition  of  Terms  Uaed  -  Where  "branch  coBBaittee,"  or 
"field  committee,"  la  uaed  in  thla  Instruction,  it  refer a  to  the  branch 
committee  (or  committee  of  the  Office  of  the  Asaistant  Administrators 
for  Production,  Marketing  or  Commodity  Credit  Corporation)  or  the 
field  comnlttee  (area.  State,  CCC  or  other  field  office)  having  Jiu'ia- 
dlction  In  the  area  in  which  the  employee  who  made  the  suggestion  la 
employed,  or  to  the  Management  Improvement  emd  Suggestion  Awards 
representative  in  areas  where  no  committee  was  appointed .  "Central 
Connalttee,"  is  uaed  to  designate  the  PMA  Central  Management  Improve- 
ment and  Suggestion  Avrarda  Committee.   "Board"  la  uaed  to  designate 
the  Suggestion  Awarda  Board  of  the  Department. 

n  POLICY 

It  Is  the  policy  of  PMA  (l)  to  conduct  its  Employee  Suggestion  program 
in  conformance  with  Department  policy  (2)  to  cooperate  fiOly  with  the 
Department  toward  achieving  the  objectives  of  the  program,  (3)  to 
stimulate  the  widest  possible  employee  participation  in  the  program, 
and  (k)  to  obtain  for  PMA  employees  the  full  recognition  which  their 
suggestions  merit.    Copies  of  correspondence  acknowledging,  adopting 
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aod  reJactlDg  suggestiona  ehall  "be  plaoed  In  the  officlrJL  personnel 
file  of  em  eoployee  originating  a  proposal  and  shall  he  used  In  con- 
sidering any  action  affecting  the  ea9lo7«e*s  status. 

Ill    ADTHORrry  to  APPEOVE  or  reject  STOGEanOHS 

Iteder  no  clroumstanoes  shall  lack  of  authority  he  used  tj  any  covlttee 
as  a  hasls  for  rejecting  a  suggestion.    The  authority  to  rererse 
approTals  or  rejections  at  lover  levels  Is  Inherent  In  the  authority 
of  all  cooBlttees. 

A      Supervisors  -  Each  suggestion  should  flov  to  the  supervisor 
who  Is  directly  responslhle  for  the  operations  affected.    If  It  Is 
vlthltt  his  authority  to  put  the  suggestion  Into  effect  in  operations 
vlthln  the  area  of  his  Jurisdiction,  he  has  authority  to  approve  the 
suggestion.    Oils  applies  even  thou^  Identical  operations  are  carried 
on  Indepexk&ently  In  other  units.    It  vould  not  apply  If  Its  adoption 
would  force  a  change  In  the  procedures  or  records  of  other  orgenlta- 
tlonal  units.    Supervisors  do  not  have  authority  to  reject  a  suggestion, 
hut  shall  recoBBBend  rejection  to  the  branch  or  field  ocmlttee  If  their 
analysis  Indicates  that  the  suggestion  is  not  acceptable. 

B  Branch  and  Field  Comlttees  -  Generally,  the  authority  of 
branch  and  field  comittees  to  approve  or  reject  esployee  suggestioxit 
is  governed  by  Halts  of  operating  authority  at  the  operating  level 
idiich  the  ccnmittee  represents.  Therefore,  all  suggestions  ^t^loh  are 
beyond  the  authority  of  the  branch  to  put  into  effect  or  beyond  the 
authority  of  PNA  to  put  into  effect  most  be  sent  to  the  FMA  Central 
CooiBlttee . 

1  yield  Co— ilttees  '  Field  Conittees  have  authority  to 
approve  or  reject  any  suggestion  vhlch  is  vlthln  the  authority  of 
the  field  establlsfaaant  to  put  into  effect  vlthln  the  area  of  Juris- 
diction.,   inils  applies  even  though  identical  operations  are 
carried  on  independently  in  other  field  areas.    Hovever,  If  the 
suggestion  affects  operations  vhich  cross  other  areas  of  Juris- 
diction in  the  field,  (but  does  not  Involve  operatlonjt  above  the 
field  level)  the  first  ccsmlttee  shall  collaborate  vlth  the 
ccoaalttees  representing  the  other  areas  of  Jurisdiction  and 
obtain  Joint  approval  of  the  suggestion. 

2  Branch  Comittees  -  Branch  cooailttees  in  Washington  have 
authority  to  approve  or  reject  any  suggestion  "lAlch  Is  within  the 
authority  of  the  branch  to  put  Into  effect.    This  applies  even 
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thcni^  Identical  operations  are  carried  on  independently  in 
other  branches,  bureaus,  or  agencies. 

C       Central  Committee  -  The  Central  Committee  is  authorized  to: 
(l)  take  final  action  on  all  suggestions  which  are  beyond  the  authority 
of  branch  and  field  committees,  but  which  do  not  require  approval  at 
the  Department  level,  or  approval  of  another  agency  or  department,  (2) 
recomanend  for  Departmental  action  all  suggestions  which  ai^  beyond  the 
authority  of  PMA  to  approve,  or  reject  such  suggestions  if  the  Committee 
determines  that  they  are  not  sufficiently  meiritorious  to  recommend  for 
approval . 

IV  PREPARATION  AMD  SUBMISSION  OF  SUGGESnOlfS  BY  EMPLOYEES 

Employees  will  recognize  that  well-thought-out  ideas,  clearly  and 
legibly  presented,  and  with  brief  but  reasonably  complete  indication 
of  their  practical  application,  will  aid  In  the  consideration  of  their 
suggestions.    Employees  in  Washington  and  in  the  field  shall  submit 
suggestions  to  their  immediate  supervisors  on  Form  AD-287,  AD-26T 
"Management  Improvement  Proposal,"  in  an  original  and  two  copies. 
The  check  list  on  the  reverse  side  of  Form  AD-287,  should  be  followed 
closely  to  assure  proper  presentation  of  the  suggestion.    Unless  typing 
facilities  are  not  available,  the  suggestion  shall  be  typed,  and  in 
aziy  event  must  be  clearly  legible.    A  suggestion  prepared  in  memorandum 
form  will  be  given  the  same  consideration  as  one  prepared  on  Form 
AD-287,  but  the  form  shall  be  used  if  available,    (i^ployees  making 
suggestions  also  note  paragraph  VII.) 

V  EESPONSIBILITy  OF  SUFERVISaRS 

Regardless  of  the  scope  of  the  «uggestlon,  the  supervisor  of  the 
employee  who  makes  the  suggestion  shall  date  the  -suggestion,  as  re- 
quired by  paragraph  A  below.    He  shall  take  all  actions  required 
below  if  the  operations  affected  by  the  suggestion  ai>e  within  his 
authority,  or  if  authority  to  put  the  operations  into  effect  is  beyond 
the  authority  of  the  branch.    However,  if  the  operations  affected  are 
within  the  authority  of  another  organizational  unit  in  the  branch,  or 
are  mo^e  closely  related  to  other  operations  in  the  branch,  the 
supervisor  of  the  employee  shall  date  the  suggestion,  then  forward 
it  to  the  supervisor  of  such  organizational  unit  for  review  and  fur- 
ther action.    All  supervisory  and  administrative  personnel  must  handle 
employee  suggestions  promptly.    Utader  no  circumstances  shall  they  be 
held  in  an  inactive  status. 
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A      Dating  the  Su^^etlon  -  The  data  of  receipt  of  the  au^geotlon 
frcu  the  emploTee  shall  he  recorded  on  the  original  and  ooplee  of  the 
Bu^estlon  tj  the  employee 'e  euperrleor.    It  1b  Important  that  this 
date  he  accurate,  as  It  estahllshes  the  heglmilng  of  the  period  vlthln 
vhloh  the  euggeetlon  must  he  adopted  to  make  the  employee  ellglhle 
for  a  cash  avard.    (See  Instruction  PMA  lOU.U,  ''Cash  Avards  for  Steplojee 
Suggestions.  **) 

B       Form  AD-287  -  Entries  and  signatures  required  helow  shall 
he  made  or  the  original  and  ooples  of  the  Form  AD-28T  suhmltted  hy  the 
employee^ 

1  If  the  suggestion  meets  vlth  the  supex*vlsor '  s  approral, 
and  It  Is  vlthln  his  authority  to  put  It  Into  effect,  he  may  do 

fo  without  hl^er  approral,  unless  hranch  policy  requires  clearance 
vlth  the  hranch  coonnlttee,  or  vlth  an  official  at  a  higher  lerel. 
If  he  puts  the  suggestion  Into  effect  he  shall  cosiplete  space 
3  A.    The  supervisor  shall  not  adrlse  the  employee  at  this  tlms 
regarding  action  talcen.    Ibd  employee  vlll  ha  adrlsed  formally  by 
the  appropriate  coamlttee  regarding  final  acceptance  or  rejection 
of  his  suggestion. 

2  If  the  ■uperrlsor's  analysis  of  ths  auggtitlon  indioatts 
that  it  has  merit,  hut  it  is  not  vlthln  his  authority  to  put  it 
into  effect,  he  shall  ocnplete  space  ^  B. 

3  Whether  or  not  the  suggestion  is  vlthln  the  superrlsor's 
authority  to  put  Into  effect,  he  shall  complete  space  ^  C  If  his 
analysis  of  the  suggestion  is  not  farorahle.    This  space  shall 
also  he  used  In  those  oases  vhen  the  sxiggestlon  Is  so  far  afield 
from  the  supervisor's  responslhllltles  that  an  analysis  vas  not 
attempted.    In  the  latter  circumstances,  the  superrlsor  shall 

so  Indicate  and  suhmlt  the  suggestion  vlthout  analysis. 

k      If  the  action  or  recoosiendatlon  made  Is  not  of  such 
nature  that  It  should  he  recorded  In  space  5  A,  B  or  C,  space  D 
shall  he  completed. 

C       Supporting  Memorandioa  -  The  superrlsor  shall  prepare  for  the 
suggestion  file  a  memorandum  In  an  original  and  two  copies  glrlng  a 
hrlef  sumnary  of  his  analysis  upon  vhlch  his  action  or  reconmendatlon 
Is  hased. 

D       Form  AD-28T-1  -  The ' supervisor  shall  complete  (original  and 
one  copy)  spaces  1,  2,  k,  and  5,  on  this  form  and  indicate  in  space  6 
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the  nam©  of  the  first  official  above  himself  thro\;i€^  vhom  the  sugges- 
tion Is  routed  to  the  "branch  or  field  ccannlttee. 

E      Transmittal  of  Suj^gestlon  to  Conmlttee  -  Tb.e  supervisor 
shall  retain  the  second  copy  of  the  suggestion  and  his  supporting 
memorandum  and  sort  the  original  and  first  copies  of  the  suggestion, 
supporting  papers j  copies  of  memorandums,  and  so  forth  (except  the 
Form  AD-287-I)  into  two  separate  files  and  put  each  in  a  folder.  All 
requirements  above  have  provided  an  original  and  one  copy  in  addition 
to  the  copy  retained  by  the  supervisor.    If  any  supporting  data  sub- 
mitted by  the  employee  or  accumulated  by  the  supeirvisor  is  available 
in  an  original  or  one  copy  only,  such  papers  should  be  Included  in  the 
original  folder.    Both  the  original  and  copy  of  the  /^D-287-1  shall  be 
included  in  the  original  folder.    The  supervisor  shall  then  send  both 
the  original  and  the  copy  folder  to  the  branch  committee  (for  su^^s- 
tions  originating  in  Washington)  or  to  the  field  committee  (for  sugges- 
tions originating  in  the  field)  through  regular  administrative  channels. 
Each  official  through  whom  the  suggestion  is  sent  shall  review  it  from 
a  broad  general  viewpoint ,  as  well  as  from  the  viewpoint  of  his  own 
operations  if  they  are  affected,  before  forwarding  it  to  the  next 
official,  or  the  appropriate  committee.    The  name  of  the  person  to 
whom  it  is  forwarded  and  the  date  shall  be  indicated  in  space  6  on 
both  the  original  and  copy  of  Form  AD-287-I  by  each  person  who  reviews 
the  file. 

1      Dissenting  Opinions  -  It  is  the  respGnsihility  of  each 
reviewing  officer  where  practicable,  to  discuss  any  difference 
of  opinion  which  he  may  have  in  the  analysis  with  the  suggeetor's 
supervisor  and  with  all  persons  who  have  reviewed  the  file.  Where 
agreement  is  not  reached  between  «1 1  such  persons,  those  having 
a  dissenting  opinion  frcxa  the  analysis  shall  prepare  and  insert 
in  the  original  and  copy  folders  a  memorandum  explaining  in  what 
respects  they  do  not  concur  in  the  analysis.    If  no  dissenting 
or  qualifying  opinion  is  contained  in  the  file,  the  committee 
will  assume  that  all  officers  -vho  reviewed  the  file,  as  indicated 
in  space  6  on  Form  AD-287-1  concurred  in  the  conclusions  of  the 
supervisor  who  made  the  analysis. 

VI      COfWITTEE  ACTIONS 

In  reviewing,  evaluating,  and  processing  employee  suggestions,  branch 
and  field  ccamiitteeB  shall  operate  in  accordance  with  applicable 
authorities  and  reBponsibillties  as  contained  in  PMA  Instruction  104.1, 
"PMA  Management  Improvement  and  Suggestion  Awards  Committftes".  (Also 
see  paragraph  III  B  of  this  Instruction.)  It  is  the  responsibility 


6-30-i+8 


Page  5 


PMA 


EMPLOYEE  SUOGESnONS 


(VI) 

of  all  connnlttoee  to  act  proaptly  on  suggeatlona  and  to  take  such  action 
as  le  necessary  to  assure  that  all  suggestions  are  kept  in  an  active 
status  until  finally  approved  or  rej[ected. 

A      Recommendation  for  /Approval  -  Committees  are  expected  to 
exercise  their  full  authority  in  approving  or  rejecting  suggestions 
and,  except  in  unusual  cases,  to  refer  the  suggestion  to  the  next 
ccnmlttee  only  vhen  it  is  not  vlthin  their  authority  to  approve  or  re- 
ject.   In  these  cases,  "written  recommendation  for  approval  or  rejection 
Including  statement  of  all  factors  considered  and  Justification  for 
conclusions  reached,  shall  he  prepared  in  an  original  and  one  copy  for 
the  tvo  suggeetions  folders. 

B       Record  of  Other  Action  -  A  Justification  for  any  action  other 
than  a  recommendation  for  approval  shall  he  prepared,  in  an  original 
and  one  copy  (one  for  each  suggestion  folder)  hy  each  camiiittee  which 
reviews  the  siiggestlon.    If  the  suggestion  originated  in  the  field  and 
final  action  was  taken  by  the  branch  committee,  the  copy  of  the  Justi- 
fication shall  he  sent  to  the  field  committee  for  inclusion  in  their 
copy  folder. 

C       Advice  to  Etaployee  -  E«ch  committee  throu^  irtiich  a  sugges- 
tion Is  sent  shall  notify  the  employee  "by  memorandum  of  the  action 
which  has  been  or  will  be  taken.    An  original  and  three  copies  of  the 
memorandum  shall  be  prepeired  In  order  that    a  copy  will  be  available 
for  each  of  the  suggestion  folders;  the  third  copy  shall  be  sent  to 
the  employee's  official  personnel  file.    !Die  memorandimi  shall  clearly 
identify  the  suggestion  aM  state  definitely  whether  it  is: 

1  Being  referred  for  final  action, 

2  Approved  and  already  in  effect, 

3  Approved  and  will  be  put  into  effect  (immediately  or 
when  the  necessary  procedure  has  been  developed), 

k       Subject  to  deferred  decisions  for  administrative  or 
legal  reasons, 

5       Rejected.    (In  these  cases,  the  reasons  for  rejection 
nnist  be  given. ) 

D       TrappQiij  ttal  -  When    a  cash  award  or  meritorious  pay  increase 
is  recommended  at  the  same  time  a  suggestion  is  originally  processed,  the . 
original  and  copy  folders  for  cash  awards  or  the  original  only  for  pay 
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EMPLCfYKE  SUGSGESnONS 


PMA  lOlf.2 


(VI  D) 

Increases,  must  be  trazxsmltted  to  the  Central  Committee  throii^^ 
Connnlttee  channels.    (See  Instructions  FMA  10k,k,  "Cash  Awards  for 
EsiploTee  Suggestions and  FMA  10^.^,  '*Faj  Increase  as  Revards 
for  Stiperlor  Accomplishment. ")    Otiiervise,  the  foUovlng  procedure 
applies . 


1  Suggestions  Originating  In  Field 

a      If  final  aotlon  Is  teJcsn  tj  a  field  committee,  the 
original  suggestion  folder  and  oooEploted  original  AD-2d7-l 
shall  te  retained  and  the  copy  folder  vlth  the  coiopleted 
cop7  of  the  AD-267-I  shall  he  sent  to  the  appropriate  branch 
ooomlttee  In  Washington. 

T)      If  the  suggestion  I0  referred  to  the  branch 
ocnmlttee  In  Washington,  the  field  oomalttee  retains  the 
copy  folder  and  sends  the  orlgliial  folder  vlth  both  thtf 
original  and  copy  of  the  AD-267-1  to  the  Washington  Committee. 

(1)  If  final  action  is  taken  by  the  branch 
oamittee,  the  copy  of  the  AD-287-1  shall  be  completed 
by  the  briuoq^  ooniittee  and  sent  to  the  field  oooBlttee 
to  oonplete  their  record. 

(2)  If  the  bz>anoh  committee  refers  the  suggestion 
on  to  the  Central  Coonittee  for  action,  the  branch  com- 
mittee retains  only  the  copy  of  the  A]).287-l.  After 
final  action  is  taken,  the  Central  Committee  shall  adriss 
the  branch  committee  hov  to  conform  their  copy  of  the 
AD-267-1.    The  branch  coonittee  shall  prepare  an  extra 
copy  of  the  AD.2d7-l  and  send  it  to  the  field  Cosadttee. 

2  Suggestions  Originating  in  Washington 

a  If  final  action  is  taken  by  the  branoh  ooaaittee, 
the  original  and  copy  of  both  the  suggestion  folder  and  the 
AD-2d7-l  shall  be  retained. 

b      If  the  suggestion  is  referred  to  the  Central 
Ooomdttee  for  final  action,  the  original  AD-2d7-l  shall  be 
transmitted  vith  the  original  suggestion  folder.   The  copy 
folder  and  the  copy  of  the  AD-287-1  shall  be  retained  by  the 
branoh  committee.    Qie  Central  Coomittee  adTlse  the 

branoh  oomnlttee  regarding  final  action  taken,  in  order  that 
their  copy  of  the  AD-287-I  can  be  canpleted. 
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EMPLOYEE  SUGGESTIONS 


(VI) 

•E       Final  Notification  to  Bnployees  -  The  commltta©  vhlch  takea 
final  action  shall  euivlee  the  employee  In  accordance  with  paragraph  VI 
C  and  send  a  copy  of  the  memorandum  to  the  enQ)loyee'B  official  personnel 
file .    A  copy  of  th*»  memorandum  shedl  also  he  placed  In  each  of  the 
suggestion  folders. 

F      Completion  of  Record  on  Form  AD»287-1  -  It  is  the  respon- 
slhlllty  of  the  commltee  which  takes  final  action  on  a  suggestion 
to  complete  the  record  on  this  form.    When  the  copy  of  the  form  has 
been  retained  hy  a  lower  committee,  the  committee  which  takes  final 
action  shall  notify  such  committee  of  the  entries  to  be  made  to 
conform  the  copy  to  the  original. 

G      Besponslblllty  for  Maintenance  of  Completed  Files  -  Hie 
responsibility  for  malntenajice  of  completed  files,  as  shown  on  Exhibit 
A,  conforms  with  the  operating  requirements  of  this  InstiMctlon.  It 
Is  shown  in  tabulated  form  In  Exhibit  A  for  the  purpose  of  clarification 
and  convenience. 

711    REQUESTS  FOR  RETIEW  OF  REJECTED  SUGCffiSTlONS 

An  esqployee  whose  suggestion  is  rejected  may  request  a  review  if  he 
believes  the  suggestion  has  not  been  fully  understood  or  if  new  evi- 
dence Is  available  that  Indicates  the  proposal  is  feasible,  or  If  he 
believes  for  other  reasons  that  the  suggestion  merits  reconsideration « 
Employees  may  request  such  review  through  the  supervisory  and  com- 
mittee channels  established  by  this  Instruction^  or  direct  to  th« 
Central  Coomittee  or  any  branch  or  field  committee. 

«  «  » 
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PMA  .2 
EXHIBIT  A 
Page  1 

CHART  SHO/INO  CUSTODY  OF  COMPLETED  EMPLOYEE  SUQGESTION  FILES  * 


(Q^jrpe  of  suggest! on,  dciscrlboA  in  terms  of  where  suggestion  originated 
aoi  where  final  action  was  taloen,  is  lixcluded  in  the  "Field  Coomlttee" 
column. ) 


Field  Ccosnittee  (FC) 
Has  Custody  of: 

CRICaaiATIlig  IN  FDSID 

(1)  When  Final  Aotion 
Mtm  Taken  Bj  ICt 

Original  folder 
Original  ia)-287-l 

(2)  When  Final  Action 
Was  Taken  'bj  BC: 

Copy  folder 

Copy  AI)-287-l,  which 
BC  completed  and 
returned  to  IC 

(3)  When  Final  Action 
Was  Taken  By  CC: 

Copy  folder 

Copy  AD-287-1,  which 
BC  prepared  frau 
their  copy  and  sent 
to  FC 

CBIGIKATIWG  IS  WASHINQT(Mf 

(1)  When  Final  Aotion 
Wai  Taken  by  BC : 

(FC  has  no  file) 

(2)  When  Final  Aotion 
Was  Taken  "bj  CC: 


Branch  Comnittee  (BC) 
Has  Custody  of: 


Original  and  oop7 
folders 

Original  and  copy 
of  AD-287-1 

Cppj  folder 

Copy  AD-287-1,  con- 
formed to  ooopleted 
orlglsal 


Central  Cosamlttee  (QC ) 
Has  Custody  of: 


Ho  f lis 
Ko  f 11« 

Original  folder 
Original  AD-287-1 


Copy  folder  Ko  file 

Copy  AD-287-1  Ho  file 


Original  folder  Ho  file 

Original  AD-287-I  Ho  file 


Ho  file  Qpiglnaa  folder 

Copy  AD-287-1,  confomsd  Original  AD-2d7-l 
to  completed  original 


(FC  has  no  file) 


*  Hot  including  addltlosMLl  papers  aocumulated  If  aa  award  wm  Miej 
See  instruotlcns  PNA  lOlf.I^  and  FMA  104.^. 
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PMA  IQk.k 


8.  DBPARSOBT  CP  AffilClTLTTES 
PRODDCTIOV  AHD  M/LBXSTZVO  AKmriSTRAIIQV 


CASH  AVABTS  FOR  EHPLOYSE  SUGOSSTIONS 


I  OSHERAL 

Congress  has  authorised  the  payment  of  cash  awards  for  meritorious 
suggestions  idiloh  result  In  more  efficient  or  more  economical  admin- 
istration, or  In  hatter  service  to  the  public.    Such  avards  to  PMA 
employees  vlU  be  goyemed  by  policy  and  requirements  established  by 
Secretary's  Memorandum  No.  10U8,  Revision  2,  dated  November  7.  19*^7* 
and  In  accordance  vlth  standards  and  procedures  established  by  the 
Suggestion  Avards  Boax^  of  the  Department. 

A      Bespooslblllty  for  /dmlnlsterlne  Program  -  The  Central, 
branch,  and  field  Management  Inprovenent  and  Suggeiatlon  Avardt  Coomlttioi 
vlll  administer  the  program  vlthln  their  respeotlvt  areas  of  Jurlsdlo- 
tlcn.    This  responsibility  vas  established  by  Instraotlon  PMA  104.1, 
"PMA  Management  Improvement  and  Suggestion  Awards  Coo&ittees,"  which 
eontains  a  complete  statement  of  the  functions  of  the  coBBittees  for 
all  activities  under  the  Management  Improvement  azid  Manpower  Utilita- 
tion  program* 

B      Definition  of  Tbrns  Used  -  Where  ''branch  cosBiittee,''  or 
"field  committee,"  is  used  in  this  Instruction,  it  refers  to  the  branch 
ooaaittee  (or  coonittee  of  the  Office  of  the  Assistant  Administrators 
for  Production,  Marlceting  or  Commodity  Credit  Corporation)  or  the 
field  comlttee  (area,  State,  CCC  or  other  field  office)  having  juris- 
diction in  the  area  in  which  the  eorployee  who  made  the  suggestion  Is 
employed,  or  to  the  Management  loiprovement  axMl  Suggestion  Avards 
representative  in  areas  lAere  no  committee  vas  appointed.  "Central 
Coomittee,"  is  used  to  designate  the  PMA  Central  Management  Improve- 
ment and  Suggestion  Awards  Coomittee.    "Board"  is  used  to  designate 
the  Suggestion  Avards  Board  of  the  Department. 

II  EUGIBIIITy  AND  PARTICIPATION 

koj  employee  vho  makes  a  suggestion  vhloh  is  adopted  for  use  in  the 
Department  on  or  after  August  2,  19^6,  and  vhlch  has  resulted  or  vlll 
T«flult  in  Improvement  or  economy  in  the  operation  of  an  individual 
agency  or  of  the  Department  as  a  vhole  by  vay  of  monetary  savings, 
increased  efficiency,  conservation  of  property,  improved  employee 
vorking  conditions,  better  Service  to  the  public,  or  otherwise,  shall 
be  eligible  for  consideration  for  a  cash  award.    A  former  employee 
(or  his  estate)  Is  also  eligible  for  awards  for  suggestions  made  while 
in  the  service  of  the  Department.    All  employees,  supervisory  and 
non- supervisory  are  eligible  to  participate  In  the  suggestion  program. 
(^  Instruction  PMA  lOif.2,  "Employee  Suggestions.") 


DISTRIBUTION: A,  B 


PAQE  I 


PT-  Ha 


(  6-30-U8  ) 


PMA  101+ .U 


CASH  AWARDS  FOE  EMPLOYEE  SUGGESTIONS 


(II) 

A  Erceptlonfl 

1  No  award  shall  be  paid  to  any  employee  for  any  sugges- 
tion which  represents  a  part  of  the  normal  requirements  of  the 
duties  of  his  position.    Accordingly,  employees  will  not  be  paid 
cash  awards  for  suggestions  which  normally  may  be  expected  In 
connection  with  projects,  subjects,  or  specific  problems  assigned 
to  the  suggestor,  or  for  any  other  situations  which  are  In  line 
of  the  regular  duty  of  the  employee. 

2  No  suggestion  shall  be  used  as  the  basis  for  both  a 
cash  award  and  for  an  In-grade  promotion  for  superior  accomplish- 
ment.   (See  Instruction  PMA  lOk,^,  "Pay  Increases  as  Rewards  for 
Superior  Aoccmplishment . " ) 

3  No  award  shall  be  paid  for  any  suggestion  which  Is 
net  adopted  for  use  within  two  years  from  the>  date  the  sugges- 
tion was  reoelTsd  unless  the  time  Is  extended  for  the  Individual 
suggestion  before  expiration  of  a  two  year  period,  or  imless 

the  suggeistion  is  resubmitted  by  the  employee  at  the  expiration  of 
a  two  year  period,  provided  that  the  total  period  shall  not  exceed 
five  years  from  the  date  the  original  submission  wag  received. 

Ill    AMOUNT  OF  AWARDS 

A  cash  award  shall  be  in  addition  to  the  regular  compensation  of  the 
recipient,  and  the  acceptance  of  such  cash  award  shall  constitute  an 
agreement  that  the  use  by  the  United  States  of  the  suggestion  for  which 
the  award  is  made  shall  not  form  the  basis  of  a  further  claim  of  any 
nature  upon  the  United  States  by  the  employee,  his  heirs,  or  assigns. 
No  single  award  shall  be  for  less  than  $10  nor  tnore  than  $1,000.  When 
a  suggestion  is  determined  to  be  meritorious  and  Is  adopted  solely  or 
primarily  because  it  will  result  or  has  resulted  in  the  saving  of  money, 
the  amount  of  the  award  shall  be  based  on  the  amount  of  the  annual 
estimated  savings  in  the  first  year  of  operation  In  accordance  with  the 
following  table,  unless  foz'  special  reasons  the  Board,  with  concurrence 
of  the  Secretary,  determines  that  a  different  amount  is  Justified. 
Such  exceptions  will  be  governed  by  limitations  prescribed  In  Executive 
Order  9817- 
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CASI  AVARDG  FOR  XNPLOIES  f^GGSSTIQIS 


m  ICk.k 


(III) 

8»Tlim«  Airardg 

|1  -  $1,000  ^10  for  oach  $200  of  MTiags  vltli  a  Blnl«um  pf 

$10  for  any  adopted  ■uggtttloa. 

$1,000  .  $10,000     $:$0  for  th»  flrit  $1,000  of  mtIs^,  and  $25 

for  aaok  additional  $1,000  of  aa^lxiga. 

$10,000  -  $100,000  $27?  for  tha  firat  $10,000  of  aaTingc,  and  $$0 

for  aaoh  additional  $10,000  of  aaTinga. 

$100,000  -  or  more  $72;^  for  tha  firat  $100,000  of  aaTlngt,  asid  $100 

for  oaoh  aldltlonal  $100,000  of  aarlnga;  prorlded 
that  tha  naximum  avard  for  any  ona  auggaatloo  staadl 
not  axoaad  $1,000. 

Vhan  a  auggtitlon  la  adopted  prliiariljr  upon  the  baala  of  ^i^roTaaant 
in  operatlona  or  aerrioea,  tha  Board  taking  into  aooount  tha  Coaidttee** 
reooMMndatlona ,  vlll  detemine  the  aaount  of  the  avard  coHKfnaurata 
with  tha  heneflta  antioipated  trca.  the  auggeation.    If  e^rlenoa  in 
operation  unde;  the  adopted  employee  auggeation  reTaala  a  lar^iar  laTlBg 
than  antioipated,  the  employee  la  ellgihle  for  an  »jlditioaMd  awrd 
ooMenaurate  vith  the  larger  aaringa,  haaed  on  tha  table  abota. 

IT     FBOdBDOKB  TOR  MAEERO  CASK  AVABDS 

A      Reeponaibility  of  CoBwltteea  -  Saoh  Coaldttee  (or  apaolal 
tapraaantatlTe )  vhich  authorlzea  the  adoption  of  an  employee  ^uggaa- 
tion  ia  reapoofible  for  appraialng  tho  ralue  of  tha  auggeation  in  tha 
CoHiittee'a  area  of  Juriadiotion  and  for  raoomMndlng  a  oaah  (or  othar) 
award,  baaed  on  the  oriteria  eet  forth  in  Paragraph  II  and  tha 
aohadule  of  avarda  eet  forth  In  Paragraph  m.   Any  adapted  auggaatloii 
may  be  reooanended  for  a  caab  avard  by  either  the  field,  branch  or 
Central  Committee. 

B      Submiaaion  of  ReoomBendation  -  BeooBmauaation  for  a  oaah 
avard  (l)  ahould,  vhereyer  poaalble,  aoocmpany  the  original  auggeation 
vhen  approTal  of  the  auggeation  is  reooamended ,  (aee  Paragraph  TI  D 
of  Inatruotion  PMA  lOi^.2,  "Employee  Suggeationa") ,  but  (2)  may  be  made 
aeparately  at  any  time  after  approral  of  the  auggeation.  BeooBBMnda- 
tiona  under  (2)  vlll  inolude  any  suggeatlona  vhloh  did  not  appear 
auffloiently  yaluable  lAen  adopted  to  warrant  a  oaah  avard  but  vhloh 
ezperlenoe  in  operation  rofealed  to  have  more  ralue  than  originally 
antioipated,  or  any  oaaea  in  vhloh  oomplete  appralaal  vaa  pxurpoaely 
delayed  for  any  reason.    All  racoffimendationa  for  oaah  avarda  ahall 
flov  through  iche  appropriate  branch  (or   Aaalatant  Adminiatrator'a) 
committee  to  the  PMA  Central  Comnlttee. 
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CASl  AHAHDS  FOR  BfPLOXXB  8D0(SSTIQIIS 


(IT) 

C      Preparing  tb»  Rteqtadatlon  -  Cash  avarda  ar«  baMd  on  ap- 
praisal of  the  Taluo  of  adoptad  sugseatlona.   RaccHModlng  ■moranduBa 
(Original  and  ooa  copj)  auat  contain  such  datallad  fiiforaatlon  a« 
a  dollar  aitlaate  of  aarlnga  In  aanpowtr,  aatarlala,  spaca  or  othar 
applloa1)la  factors.    Tha  Btaoraniugas  should  also  Inolxada  an  explanation 
of  tha  aathod  of  calculation  aaployad  and  a  atataaent  on  tha  Intanglbla 
ralua  and  acopa  of  tUa  sugs**^lon*         Central  CooBlttae  aust  usa  this 
inforaatloa  aa  a  baais  for  tha  preparation  of  the  "Appraisal 
Report,"  AD-267-2,  required  tj  the  Departaent  Suggestion  Avarda  AD-267-2 
Board.    Tha  Foras  Manual  Unaartion  of  thia  fora  vill  giye  an  idea 
of  the  inforaatlon  neceaaary  for  a  aound  appraiaal  of  the  ralue  of  the 
suggestion. 

1      Vhen  A¥ard  is  Wot  Warranted  -  Vhen  the  oonlttee 
reaponaihle  for  appraiaal,  deteralnea  that  reconaendatlon  of  a 
aonetary  ^vard  la  not  warranted,  or  ahould  be  deferred  for  fur- 
ther study ,  the  Covoittee  shall  prepare  and  subait  a  neaorandua 
in  an  original  and  one  cop7  (one  for  each  of  tha  auggestion  foldera) 
containiog  a  brief  esqplanatlon.    Careful  follov-up  should  be 
aalntalned  on  such  deferrals  in  order  to  inaure  consideration  for 
cash  award.    Theee  caaea  aaj  be  reopened  at  anj  tiae. 

D      Central  Coaaittee  Action  -  The  Central  C(»iiittee  Is  respon- 
sible for: 

1  Xraluation  of  all  suggestions  submitted  to  it  for 
ai>pCk*OTal  or  racomended  for  caah  award  aod  preparation  of  final 
"Appraisal  Report,"  Fora  A]>-287-2  based  on  its  inTSstigations  and 
date  subaltted  by  branch  aod  field  coealttees. 

2  Deterainlng  the  saount  of  award  when  it  does  not  exceed 
$25*00.    In  these  casas,  the  Coaaittee  ehall  clear  the  recoBaenda- 
tion  with  the  XxecutlTe  Secretary  of  the  Board  for  form  and  adequacy 
of  funda  within  the  Depaz*taent 'a  liaitation.    Ho  awards  or  announce - 
aents  of  proposed  awarda  shall  be  aade  prior  to  such  olearanoe. 

3  ReooBBBending  to  the  Board  the  amount  of  propoaed  awards 
in  excess  of  $2^.00.    (The  Board  will  deteraine  tha  amount  of  such 
award  and  notify  the  Coaaittee.    Prior  to  suoh  notice,  no  axmouncS' 
aent  regarding  their  recoBDendation  ehall  be  aade  by  the  Coaaittee.) 
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CASH  AWARDS         ^iJfm  SUGGESTIONS 


T       NOTIFICATION  OF  COMMITTEES  AND  MPLOIEES 

The  Central  Conmlttee  Is  responfllble  for  notifying  the  eniployoe  through 
Coranlttee  channels  regarding  final  decision  tj  the  Board ,  and  for  ad- 
vising Interested  conmlttees  in  order  that  thej  can  complete  their 
record  on  the  AD-287-1.    Copy  of  notification  to  the  exa^lojee  shall  be 
sent  to  the  employee's  offlclaJ.  personnel  file.    Copies  of  such  notifi- 
cations, as  veil  as  copies  of  memorandums  adrlslng  Interested  committees 
shall  'be  placed  In  each  suggestion  folder* 

*  *  « 
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PROCEDURE 
MANUAL 


INFORMATION  FOR  ALL  EMPLOYEES 

(PLEASE  CIRCULATE) 


U.  S.  I^PARTHBrT  OF  A(»ICULTIfiB 
PMDHCriQH  AND  lUHKTIHG  ADMCNISTRAH  OH 


PAY  INCREASES  AS  REWARDS  FOR  SUPERIOR  ACCOMPLISHMENT 


I  PURPOSE 

This  Instruction  prescribes  procedures  for  recoDonendlng  pay  Increases 
for  PMA  employees  for  superior  accomplishment,  as  authorized  under  the 
Management  Improvement  and  Suggestion  Awards  program. 

II  RESPONSIBILITY  FOR  ADMINISTERING  PROGRAM 

The  designated  Central,  branch,  and  field  Management  Improvement  and 
Sugeastlon  Awards  Committees  will  administer  the  program  within  their 
respective  areas  of  Jurisdiction.    This  responsibility  was  establishea 
by  Instruction  PMA  lOif.l,  "PMA  Management  Improvement  and  Suggestion 
Awards  Committees,"  which  contains  a  complete  statement  of  the  function;? 
of  the  committees  for  all  activities  under  the  Management  Improvement 
and  Meuapower  Utilization  program. 

B       Brief  Terms  Used  for  Committees  -  Where  "branch  committee," 
or  "field  committee,"  is  used  in  this  Instruction,  it  refers  to  the 
branch  committee  (or  committee  of  the  Office  of  the  Assistant  Adminis- 
trators for  Production,  Marketing,  or  Commodity  Credit  Corporation) 
or  the  field  ccramittee  (area.  State,  CCC,  or  other  field  office)  having 
JurilMiiction  in  the  area  in  which  the  employee  who  made  the  suggestioii 
is  employed,  or  to  the  Management  Improvement  and  Suggestion  Awards 
representative  in  areas  where  no  committee  was  appointed.  "C^tiral^ 
Committee,"  is  used  to  designate  the  PMA  Central  Management  Improvemeat 
and  Suggestion  Awards  Committee. 

III  ELIGIBILrTY 

Pay  increases  of  one  salary  step  for  superior  accomplishment  may  be 
granted  to  permanent  ea5>loyees  (including  those  serving  under  war 
service  indefinite,  temporary  indefinite,  and  emergency  indefinite 
appointment  and  temporary  appointment  pending  certification  of 
ellglbles,  who  are  paid  on  a  per  annum  basis  in  accordance  with  the 
salary  scales  of  the  Classification  Act  of  1923,  as  amended)  at  any 
time  during  the  regular  period  for  automatic  wlthln-grade  pay  Increases. 

A  Restrictions 

1  No  such  pay  Increase  may  be  made  which  would  raise  the 
employee's  salary  above  the  maximum  for  his  grade. 

2  No  employee  may  receive  more  than  one  such  Increase  with- 
in the  period  of  12  or  I8  months  which  must  elapse  between  regular 
withln-grade  pay  Increases.    (The  granting  of  a  pay  Increase  for 
superior  accomplishment  does  not  change  in  any  way  the  waiting 
period  established  for  regular  withln-grade  pay  increases . ) 
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3       The  increase  should  "be  made  vlth  reasonable  promptness, 
and  in  no  event  later  than  two  years  after  the  period  of  accomplish 
ment  or  service  on  which  it  is  "based. 

k       The  increase  must  he  within  the  limits  of  available 
appropriations . 

5       If  a  grade  promotion  resulting  in  a  salary  increase 
has  heen  granted  since  the  cause  for  a  pay  increase  for  superior 
accomplishment  occurred,  no  pay  Increase  for  the  accomplishment 
shall  he  granted  in  the  new  grade . 

rv      STANDARDS  OF  PERFORMANCE 

A       Criteria  -  The  following  criteria  shall  he  applied  to 
each  case  to  determine  whether  or  not  the  eiaployee  has  performed 
service  deserving  the  special  pay  increase . 

1  Quantity  and  quality  of  work  production,  for  a 
period  of  at  least  three  months,  that  substantially  exceeds  the 
requirements  for  an  "excellent"  efficiency  rating,  and  merits 
special  recognition  among  those  eligible  for  sucli  a  rating. 

2  Initiation  (by  employee  suggestion,  or  otherwise) 

of  an  Idea,  method,  or  device,  over  and  above  the  norma]  require- 
ments   of  the  position,  that  has  been  adopted  because  It 
is  expected  to  reduce  costs  or  improve  the  public  service . 

3  An  Individual  act  or  service  In  the  public  Interest, 
related  to  official  employment  but  beyond  the  requirements  of 
the  employee's  position,  and  of  an  unusual  or  distinctive 
chewacter . 

B       Nonqualifying  Activities  -  Such  general  considerations  as 
long  and  faithful  service,  punctuality,  cooperation,  and  performeuice 
of  voluntary  overtime  are  not  proper  bases  for  special  pay  increases . 
Neither  should  a  pay  Increase  be  substituted  for  a  promotion  to  a 
higher  grade.    Likewise,  Improper  classification  of  position  Is  not 
a  sufficient  Justification  for  a  superior  accomplishment  pay  Increase . 

C       Employee  Suggestions  -  No  employee  suggestions  shall  be 
used  as  the  basis  for  both  a  cash  award  and  for    an  In-grade  promotion 
for  superior  accomplishment.    (See  Instruction  PMA  lOif.4,  "Cash  Awards 
for  Employee  Suggestions.") 
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PMA  l8  authorized  to  make  one  pay  Increase  as  a  revard  for  superior 
acccmpllshment  per  caleMar  year  for  each  250  permanent  employees  on 
the  rolls  as  of  June  30  of  the  preceding  fiscal  year.    As  far  as 
practicable,  these  special  pay  Increases  vlll  be  equally  distributed 
mons  branches  and  staff  offices  of  PMA  according  to  this  quota, 

VI  PROCESSING  OF  RECOMMENDATIONS 

The  paragraphs  below  Include  responsibilities  and  authorities  Incident 
to  effecting  a  pay  Increase  for  superior  accomplishment. 

A       Supervisory  Officials  -  It  Is  the  responsibility  of  all 
supervisory  personnel  In  Washington  and  the  field  to  familiarize 
themselves  with  the  requisites  for  superior  acccmpllshment  awards. 
In  order  that  they  will  recognize  employee  performance  which  should 
be  reported,  and  to  report  promptly  all  Instances  of  outstajidlng 
service  by  employees  mader  their  supervision. 

1  Conformance  with  Technical  Requirements  -  Prior  to 
preparation  of  the  recommendation,  the  supervisor  shall-  advise 
the  appropriate  personnel  office  of  the  contemplated  recommenda- 
tion.   The  personnel  office  shall^make  a  thorough  check  to 
ascertain  whether  such  a  pay  Increase  meets  the  technical 
requirements  set  forth  in  paragraph  III,  and  advise  the  supervi- 
sor in  writing  whether  the  pay  Increase  Is  permissible  from  that 
viewpoint . 

2  Submission  of  Recoinmendatlons  -  Each  recommendation 
(in  memorandtmi  form)  shall  include  a  statement  of  the  regular 
duties  of  the  employee  concerned  and  shall  show  in  a  clear  and 
concise  way  the  accomplishment  of  the  employee  and  all  factual 
information  on  which  the  recommendation  is  based,  keeping  in 
mind  the  standards  mentioned  in  paragraph  IV  above.  Field 
supervisors  shall  submit  tecommendatlone  to  the  field  committee 
in  an  original  and  two  copies,  each  with  a  copy  attached  of  the 
personnel  office's  prior  approval  for  conformance  with  technical 
requirements.    Supervisors  in  Washington  shall  submit  them  to  the 
branch  committee  in  an  original  and  one  copy.    In  all  cases,  the 
supervisor  shall  retain  a  copy.    (If  a  supervisor's  recommendation 
is  rewritten  by  any  committee,  a  copy  shall  be  sent  to  the  super- 
visor and,  if  a  branch  committee  rewrites  a  field  recommendation 
to  the  field  ccmmlttee . ) 
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B       Branch  and  Field  CoTnmi tteee  -  These  committees  are  responsible 
for  reviewing  all  recommendations  for  superior  service  awards  which 
originate  within  their  respective  areas  of  Jurisdiction  and  for  as- 
certaining that  all  requirements  and  criteria  governing  recrtnmendatlons 
for  awards  are  met.    They  are  authorized  to  reject  or  to  give  their 
approval  of  recommendations  which  originate  within  their  Jurisdiction. 

1  Rejections  -  If  the  committee  does  not  approve  the 
recommendation,  a  memorandum  to  the  supervisor  shall  he  prepared 
in  an  original  and  two  copies  stating  why  the  reconnendation  was 
not  approved.    A  copy  of  the  memorandum  shall  he  sent  to  the  ap- 
propriate personnel  office  for  inclusion  in  the  enrployee's  official 
personnel  file .    If  a  hranch  committee  rejects  a  recommendation 
which  was  approved  hy  a  field  committee,  an  extra  copy  of  the 
memorandum  shall  be  prepared  for  the  field  committee.    In  all 
cases,  the  committee  which  rejects  a  recommendation  shall  retain 
the  original  of  the  recommendation  (and  all  copies  received  with 
the  original),  together  with  a  copy  of  their  memorandum. 

2  Approved  Reccamnendations  -  It  is  the  responsibility 
of  branch  and  field  committees  to  assure  the  completeness  of 
recommendations,  including  all  necessary  supporting  data.  Field 
committees  shall  indicate  official  committee  approval  on  the 
original  and  all  copies  of  the  supervisor's  recommendation, 
retain  one  copy  and  send  the  original  and  one  copy  to  the  branch 
committee.    For  both  field  and  Washington  recommendations,  the 
branch  committee  shall  indicate  official  committee  approval  on 
the  original  and  copy  of  the  recommendation,  retain  the  copy  emd 
send  the  original  to  the  Central  Committee.    (If  the  pay  increase 
is  in  recognition  of  an  approved  employee  suggestion,  and  the 
Central  Committee  does  not  have  the  original  suggestion  folder, 
the  coraiblttee  which  has  the  original  folder  (see  Exhibit  A  of 
Instruction  PMA  iok.2,  "Employee  Suggestions")  shall  attach  it  to 
the  recommendation.)    No  recommendations  shall  be  approved  unless 
they  meet  established  standards  and  criteria.    (See  paragraph  III.) 

C       Central  Committee  -  The  Central  Committee  Is  authorized  to 
give  final  administrative  approval  to  all  recommendations  originating  in 
Washington  or  the  field,  and  may  change  the  type  of  award  to  be  recommended 
that  is,  recommend  a  cash  award  Instead  of  a  pay  Increase  recommended  by 
a  lower  committee,  or  vice  versa.    The  committee  is  responsl'ble  for 
maintaining  records  to  insure  that  PMA  does  not  exceed  its  quota  of 
superior  accomplishment  awards,  and  for  determining  finally  that  the 
accomplishment  for  which  the  pay  Increase  Is  recommended  meets  the 
established  standards  and  criteria.     (See  paragraph  IV.) 
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1  Rejections  -  If  the  Central  Conanlttee  disapproves  a 
recommendation,  a  memorand\un  shall  be  prepared  (original  and  three 
copies  to  field  committees;  original  and  two  copies  to  "branch 
committees)  stating  vhy  the  recommendation  was  not  approved.  The 
Ccoamlttee  shall  retain  a  copy  of  their  memorandum  and  the  original 
recommendation,  and  send  the  original,  and  other  copies  of  the 
memorandum  to  the  branch  committee.    If  the  memorandum  is  addressed 
to  a  field  committee  rejecting  a  field  recommendation,  the  branch 
committee  shall  retain  a  copy  and  send  the  original  and  one  copy 

to  the  field  committee.    Branch  and  field  committees  shall  retain 
the  original  memorandum,  and  send  the  copy  to  the  eoiployee's 
official  personnel  file . 

2  Approved  Recommendations  -  For  approved  recomnondations, 
the  Committee  shall  prepare  a  memorandum  to  the  Chi«f ,  Personnel 
(PE)  Division,  recommending  processing  of  the  superior  acconrpllsh- 
ment  award.    The  format  in  Exhibit  5,  page  85,  Title  8,  Department 
of  Agriculture  ;idmlni strati ve  Regulations,  shall  be  followed.  The 
committee  shall  retain  one  copy  and  send  an  original  and  four  copies 
to  the  PE  Division.    The  Central  CoQBnittee  shall  also  send  a  memo- 
randum to  the  employee  advising  him  that  the  recommendation  has  been 
approved .    A  copy  of  the  ji^iiorandum  shall  be  sent  to  the  employee  •  s 
official  personnel  file,  and  to  each  branch  and  field  committee 
through  which  the  recommendation  was  processed. 

D       Personnel  Division  -  The  PE  Division  in  Washington  shall  obtain 
final  approval  from  the  Director  of  Personnel  for  all  pay  increases  which 
fall  within  the  exceptions  contained  in  peiragraph  I70,  page  8k,  of  the 
Department  Administrative  Regulations.    Personnel  officers  are  responi- 
slble  for  checldng  recommended  pay  Increases  for  employees  fwithiin  their 
area  of  jurisdiction  for  confornyance  with  established  technical  require- 
ments.   (See  paragraphs  III  and  TI  A  1.) 

1  Effecting  the  Pay  Increase  -  If  the  approved  pay  ijncrease 
is  for  an  employee  within  the  employment  Jxirisdlotlon  of  the  PE 
Division  in  Washington,  it  shall  take  action  to  elffect  the  increase 
upon  receipt  of  the  memorandum  from  the  Central  Committee .    If  t|he 
Increase  in  pay  is  for  a  field  employee,  the  PE  Division  shall 
retain  the  four  copies  of  the  remorandum  from  the  Central  Gonmittea 
and  forward  the  original  to  the  appropriate  field  personnel  officer. 
In  all  cases  the  origineLL  of  the  recommendation  from  the  Cevitral 
Committee  shall  be  sent  to  the  employee's  official  ^rsonml  fllje. 

2  Reports  to  Civil  Service  Cosnttission  -  Th9  PE  Division  la 
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Washington  shall  report  pay  Increases  for  both  Washington  and  fiolc 
employees  to  the  Civil  Service  Commission,  through  the  Director 
Personnel,  as  required  by  paragraph  I69  d,  page  82,  Title  8, 
Administrative  Regulations.    The  report  shall  be  released  when 
the  necessary  personnel  notification  (SF-50)  has  been  completed. 
One  copy  of  the  report  shall  be  sent  to  the  Central  Committee 
for  completion  of  their  file.    The  original  and  three  copies, 
with  a  copy  of  the  Central  Committee's  recommendation  attached 
to  each,  shall  be  sent  to  the  Director  of  Personnel. 

VII    EMPLOYEE  SUGGESTION  RECORD 

If  the  pay  increase  was  based  upon  an  employee  suggestion  which  was 
approved  by  a  branch  or  field  committee,  the  Central  Committee  shall 
return  the  original  suggestion  folder  to  the  committee  responsible  for 
its  custody.    Each  committee  which  has  a  copy  of  the  AD-287-I  (See 
Exhibit  A  of  Instruction  PMA  IOU.2,  "Employee  Suggestions.")  shall 
complete  the  record  on  the  AD-287-I,  "Register  of  Employee  Suggestion 
Received,"  to  reflect  the  superior  accomplishment  pay  Increase. 

*  *  » 
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